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Civilian Personnel
AUTHORI~ATION AND CONTROL OF OVERTIME

1 ~. PIJR.(,().c;..~. This memOrandum eRt.ahlishes responsibili Lies and policies
.governinq t.he ("lpproval ami <:"ont.rol of overt.ime work by civilian employees~

2; SCOPE.. These proced\lre~ are appl.icnh le to all acti vi ties under .Headquarters,
Fort. Snln- Hml!3lon, Texas.

3.. GENERAL. Ove'rt.im~ compensat.ion is paid 'or compensatory time off is
grant.ed for: ";Iork which is officially ordered and .approved in excess of B
hours in ,~day or 40 hourR in a week. Authorization of overtime is governed
by t.he ~iicie~ and proc~rlures set. forth in Fort. Sam Housbon Regulation 690-33,
HourH of WoJ;"k, Holinays, Overtime', 31 Dec 80.

"4.

FOr.ICY AND CONTROL:

The following polil~ies are esLablished:

a.

(1) Over~ime will be held to Lhe minimum necessary to meet emergency
workload requiremen~s which canno~ be me~ through other means~ and will be
consis~~nL wi~h operational safety, economy, and efficient management.

(2) Maximum .use will be made of t.emporary~ part-time, and intermittent
I:!I!1ployees in lieu of overtime.

(3) Use limiLed overLime requirements when such overtime use is more
economical ~han other ~xpe.n~es or time consuming factors which would otherwise

l)e incur ["en.

(4). C?mpensnLory Lime wjll be usec'i in lieu of paiq overtime when
prnC Lica,:> l.e ilnd in accordance with Fair Lahar SLandards Ac:t (FLSA) regulations.

r>ireclors and sr~cidl gLaff officer~ will esLablish controls to insureh.
Lfti\L:

Thf:~ \-Ise of ()verlimt~ is colllimlally reviewed.( 1

(2) Act.ions ,,-.re taken to reduce or eliminate the need for continual
u~e .of overtime. Organiz.'lLions and activities which are recurring users of
O\fertilne will he examined to lie termi n~ if a Iterna te methods can be adopted t.o
ac(:o~pl ish the workloa~.

*This mf'mor:clnOl1m SI1I~rse,-jf!:'; I;'SII Mf~mo 690-1,. 17 February 1976.



FSH Memo 690-1

5.

RESPONS1BILITIES.:

.a. Directors or o.thers designdte<1 t.o authorize ovGrtime, compensat.-,.ry
time, or. holiqay work must assure the OA Form 517;!-R, Request, Authorizi}tion,.
and Report of Overtime, is used for this purpose. (NOTE: I"ORSCOM F°t:m 128-R
may be used unt.il supply is exhausted.) It must .inc-: IlJc1e the following c1at.a;

1 ) Employee's name

.( 2.) Employee's socia.l sec\lr:it-y Ilumher

(3) Employee I S qrade .and s Lep

(4) Number of hours au~horizerl

.( 5) Clock hours of duty

Date' the .work w.ill be done

Method of compensaLion

Mission related justific~lion

Hourly rate and esLimat.ed cosL of comI>ensat.ion

(10) Certification that funds are available

b. I"f overtime work is to be performed 2 or more days durin~J the same.
pay period, a separate .line entry must. he made for ~i!ch day. Pc)r (~Xiimr)Jfi:

xxx-xx-xxxx JOHN DOE 21 May ot!oo-
1600

22 May 0800-
1600

xxx-xx-xxxx JANE rOE 21 May 0800-
1600

22 May 0800-
1600

:I:f the' overtime is split into t.wo pay periods, a se~raLe forlli must- be prepare'd
for each pay ~riod.

c. The original copy qf the DA Form 5172-R must he ~3ubmit;Led' wiLh or. b~fore
the TA report for the pay period in which lhe work is r~rformerl.. If I_h*~ OA F'()rm
5172-R is nOL available, Lhe Limekeeper will nOL f>usL lh~ overtime, collIJ>,~nsrlLoiy'
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lime, or hol.iday work to the TA report. Wh~n late approval is received, it will
be s~nt lo the payroll section with a TA report marked "Corrected TA." This
repor'~ will show only ~he overtime, compensalory time, or holiday worked.
The in~ntifica~ion information on thiR report muRt he the same data as the
nriqinal r~pc>rt for th~ appli.cahlf' p."lY F>eriod.

<-I.' If ov~r:lime, comlJen~."i1_ory, or h(")liday" hours worked a~e reported on a
'rA rf!J)()r"l w.ilhoul lhe:OA F'orm 5172-R, i.he payroll clerk will "line out" the

"hour!;.. Payment. for t.he work will not. be made unt.il conditions in c above,
are mel'.

e. LasL-minuLe overtime LhaL requires verbal approval will occur; however,
a OJ\.: Form 5172-R should still be submiLLed to the payroll.office on a timely
basis. Civilian payroll offices will not pay overtime until properly approved
DA Fo.rms 5172-R -are received.

.f. Over~ime mus~ .be approved before i~ is performed, even f.or employees
covered by the FLSA. If an FISA employee works overtime without prior ..approval,
~hen ~he 01\ Form 5172-R..~hould s~ate that its purpose is to. document that fact..

6. .P~R.SO~NEL UTILIZATION.

a. Paid overtime.

(1) Wage Grade 'Employees: Under no circumstances will Wage Grade
employees' he granted compen~atory time off in lieu of overtime pay.

.(2) General Schedule employees, whose rate of basic compensation is.
less t.han Lhe.maximum rat.e of GS-10 and who are paid from. the provisions of
Lh.e FT..SA, will be paid for ov~rtime unless t.hey vol-untarily--a-ccept compensatory
tj:me o.t:f in lieq of payment. Under no circumstances wil], they be coerced o.r
requir.ed LO a.ccepL compensaLory time off in lieu of overtime payment. General
Sche~ule employees, regardless. of grade, who are subject t<:> the FrSA are not
authorized to take compensat.ory'time off except under certain co~ditions.
See paragraph 7 below.

.(3) General Schedule employees, whose rate "of basic compensation
exc~eds i.he maximum rate of GS-10 and who are exempt from the FLsA, may.be
l'e<iuireq Lo lake compensato.ry time off in lieu of overtime pay. Exceptions
will be approved in wriLing in advance when ttle duration of i>E:!ak workload
precludes the granting of compensatory time off within the current pay ~ri9d
or the following 13 pay periods. DA Form 5172-R will co~tain specific
reasons why GompensaLory time was not granted in lieu of paid overtime. ".

(4) Managers and sllf}f!rvisors must lake ac1-ion to prevent employ~es
frl:>m [>4'"!rforming overtime work which iR noL officially ordered or approved.
'~hey will also seek Lo .reduce overtime by assisting subordinates to increase
efEtciency, productiv.ity., and economy of operations.

3
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b. Compensatory overtime.

.( 1") Under the civilian mechanized pay sys tern, compensa t.ory t.ime
reported on time cards. that. is not. taken off wit.hin the currenL pay period or
the following 13 pay periods will be aut.oma t.ica.lly paid as overtime on the
14th pay period.

(2) If compensatory time off cannot. be t.aken by t.he e~Q of t.he
13th pay period, the overtime rat~ will aut.omalically be paid.

(3) Compensatory time. off is not. .'lut.horized in lieu of !tali.nay I)dY
for work performed on.a holiday.

FAIR L~B6R STANDA~S ACT (FLSA).

7.

a~ The FLSl\. requires t.hat 'any work in excess of 40 hours .per we~' iliat.
,the employer "suffers or.permits" to be done by nol:\exempt employ~es must'b~
paid .at overtime 'rates. ~nder this concept, any offi~ial work performed
prior .to or aft~r the es i:-abli shed. duty'hours or during the prescr{bed lunch
period by an employee ~overed by provisions of the ac1., whe1.her r~uested or
not, is 'working time if the supervisor knows of or has reason to believe i1.

is being performed.' In ,stIch cases the employee is enti tIed to over1.ime
compensation whether ~r not the' work is "officially ordered and approved."
Although management has an obligation to ini1.iate paymen1. for such work,
claims may be filed by an employee within 6 years. Under FLSA .1.he benefi(s
of a nonexempt employee's work cannot be accepted wi1.hout. compensating 1.he
emplo.yee for th~t work. Supervisors have the added responsibility' to insure
that work is. not performed when it is not needed and when 1.hey do not want

it perfor:med.

b. General Schedule employees who are subjec1- lo lh.e FLSA are notauthorized to take compensatory time off in lieu of o.verlime pay unless I-he. ' .

maximum overtime compensation is. payable under 1-he provisions -of Tille. 5, .US COde.
If the overtime is subject to payme:nt under the provigions of Tille 5, lhe...
employ~e may elect in advance to take compensatory lime off. .If the oyerlime
is subject to payment under the provisions o£ FLSA, overtime mus1- be compensa1-ed
by payment; no electiqn of compensatory lime off is permit1-ed.

8. REFERENCES.

AR 37~105

a.

CPR 55Q

b.

CPR 610c..
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d.

CP~ 990-2, Book 610

I-'SH Req 690-33

e.

(AFZG-CM-I;'A)

FOR THE COMf1AND~R:

GREGORY F. McGOWAN
MAJ, AGC

Adjut.ant

TRACEY "E. SMITH
2LT, " AC"c

Assistant. Adjutant.

I>ISTRIRIJTION:
A
2.5 ~ F'&A .Di.v., Compt
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